






























































































































































































































































COOK

DEFINITION

Under general supervision, prepares foods from written menus and
work sheets; prepares, seasons, and cooks soups, meats, vegetables,
desserts, and other food stuffs for consumption; performs routine
cleaning of kitchen facilities; performs related work as required.

DUTIES

Reads menu to estimate food requirements and procures food from
storage; measures and mixes ingredients according to recipes using a
variety of utensils and equipment such as blenders, mixers, grinders,
slicers, toasters, and steam cookers; prepares salads, soups, gravies,
desserts, sauces, and casseroles; bakes, roasts, broils, and steams
meat, fish, fowl, vegetables, and other foods; adds seasonings to foods
during mixing or cooking according to menu and experience; observes and
tests foods being cooked by tasting, smelling, and piercing with fork to
determine degree of doneness; washes, peels, cuts, and shreds vegetables
and fruits; bakes bread, rolls, cakes, and pastries; serves the meals to
the residents; instructs the resident kitchen help in the performance of
their duties; participates in the work of cleaning cooking equipment,
kitchen, and refrigerators.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Considerable knowledge
of the materials, methods, and equipment used in preparing food on a
large scale; knowledge of health hazards in food preparation and of
necessary precautionary measures; some knowledge of the various types of
diets required by the residents; ability to work from written menus and
standard recipes; ability to operate standard cooking equipment and to
use kitchen cooking utensils for large scale food preparation; ability
to work while standing for extended periods.

Minimum Education, Training, and Experience. Some experience in
institutional or commercial cooking.

Required Special Qualifications. Pass annual physical examination.

-0309-



LAUNDRY SUPERVISOR
DEFINITION

Under direction, supervises and participates in the duties associated
with laundry and linen care and the cleaning of the work area.

DUTIES

Observes, analyzes, and plans procedures for the routine tasks
involved in receiving, washing, ironing, and delivering laundry and
linens to the residents of the county care facility; instructs other
laundry employees in the proper performance of their work; supervises
and reviews the work of all laundry employees; requisitions commercial
laundry detergents, bleaches, starches, and other laundry supplies;
performs all of the duties as described under the Laundry Aide job
description; mends all torn linen and articles of clothing; cleans
laundry equipment and laundry room; performs related duties as required.

ENTRY REQUIREMENTS

Required Knowledges, Abilities and Skills. Considerable knowledge
of large-scale laundry methods, practices, and equipment; knowledge of
health and safety factors and of precautionary measures required in an
institutional laundry; skill in operation of all laundry equipment.

Minimum Education, Training and Experience. Two (2) years of
experience in commercial or institutional Taundry work; (OR) any equivalent
combination of commercial laundry training and experience.

Required Special Qualifications. Pass annual physical examination.
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LAUNDRY AIDE

DEFINITION

Under immediate supervision, performs routine laundry and linen
care duties and operates the necessary laundry machines.

DUTIES

Sorts soiled bedding, linen, gowns, and other laundry to be washed;
determines proper time and temperature requirements for the articles to
be laundered; fills the washing machine with soiled laundry, fills
machine with water of the appropriate temperature, and adds proper
amounts of detergent, bleach, and other materials to be used following
established rules and directions; observes machine during operation
making necessary adjustments; removes laundry from washing machine; runs
Taundry through extractor and places in dryer, selecting proper temperatures;
removes laundry from dryer and assists resident laundry helpers in
ironing appropriate items; folds and stacks all general use linens and
folds or hangs all clothing, sorted for delivery to residents' rooms;
delivers linen to the appropriate floors and clothing to appropriate
rooms; spots torn linen and clothing and performs the necessary mending;
cleans washing area and machinery used daily; reports malfunctioning
equipment to supervisor; performs related duties as required.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Ability to understand
and carry out written and oral instructions; ability to learn the operation
of standard commercial Taundry equipment; ability and willingness to
work in a hot, humid environment.

Minimum Education, Training, and Experience. None.

Required Special Qualifications. Pass annual physical examination.
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HOUSEKEEPING SUPERVISOR

DEFINITION

Under direction, supervises and assists staff of Housekeepers in
the performance of housekeeping duties including cleaning floors,
furniture, fixtures, and the premises.

DUTIES

Observes, analyzes, revises, and plans procedures for the routine
tasks involved in the housekeeping duties at the county care facility;
assigns work areas for each employee on a rotating basis; inspects
facility to determine if cleaning needs are being adequately met;
instructs workers in the proper methods of performing their duties;
requisitions all cleaning supplies; examines reports of improper cleaning
and inspects areas in question; makes recommendations on cleaning policies
and procedures; performs when necessary, the tasks as outlined by the
Housekeeping job description; performs related duties as required.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Considerable knowledge
of cleaning materials, methods, equipment, and procedures; ability to
supervise and work with a staff or Housekeepers and the residents;
ability to perform light to moderately heavy cleaning duties.

Minimum Education, Training, and Experience. Two (2) years of
experience performing housekeeping duties in commercial or institutional
- setting. :

‘Required Special Qualifications. Pass annual physical examination.
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HOUSEKEEPER

DEFINITION

Under general supervision, performs routine housekeeping duties
including cleaning of floors, furniture, f1xtures, and premises; performs
related work as required.

DUTIES

Sweeps, mops, and waxes floors; dusts and cleans furniture and
fixtures; cleans and sanitizes all bathroom fixtures; vacuums rugs and
carpets; empties waste baskets and trash receptacles; cleans and polishes
mirrors and metal fixtures; washes windows and window sills; cleans
closets and cupboards; scrubs doors and walls; washes and sanitizes all
door knobs and grip rails; operates and maintains all equipment necessary
for the performance of duties; distributes paper towels, toilet tissue,
and soap as needed; performs other cleaning duties as needed.

ENTRY REQUIREMENTS

"Required Knowledges, Abilities, and Skills. Some knowledge of
cleaning materials, methods, equipment, and procedures; ability to
understand and follow written and oral instructions; ability to perform
1ight to moderately heavy cleaning duties; ability to maintain respect
for residents and their belongings; ability to exercise care for the
safety of residents and staff at all times during performance of duties.

Minimum Education, Training, and Experience. None.

Required Special Qualifications. Pass annual physical examination.
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CHIEF DEPUTY

DEFINITION

Under direction, assists in the planning, supervision, and administration
of the County Sheriff's Department, performs related work as required.

DUTIES

Helps the Sheriff determine work schedules and makes assignment
changes when absences occur; helps the Sheriff establish and implement
departmental policies and procedures: reviews qualifications of job
applicants and makes recommendations about their suitability for employ-
ment; inspects all equipment to insure it is properly maintained, initi-
ates repair orders when necessary; assists, instructs, and gives advice
to junior Patrol Deputies; trasports prisoners to State institutions, to
court, and to medical appointments; is available for patrol duty or
criminal investigation when staff shortages or emergencies occur; acts
for the Sheriff in his absence.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Knowledge of the
principals of modern law enformcement and administration; knowledge of
proper and effective methods of deploying Taw officers in accordance
with actual and anticipated emergencies; knowledge of criminal law with
particular emphasis on the apprehension, arrest, and prosecution of law
violators; ability to analyze and interpret law enforcement problems and
criminal evidence; ability to instruct and advise subordinates in all
phases of law enforcement and departmental procedures; ability to plan,
assign, and coordinate the work of a number of subordinate law enforce-
ment officers; ab111ty to establish and maintain effect1ve public
relations; skill in the use and care of firearms.

Minimum Education, Training, and Experience. Graduation from high
school or G.E. D. equivalency, successful completion of the required
Civil Service examination, certification by the Iowa Law Enforcement
Academy, and six (6) years of law enforcement experience.

Required Special Qualifications. Must be bondable, and possess a
valid Iowa driver's Tlicense.
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CRIMINAL INVESTIGATOR

DEFINITION

Under direction, performs skilled law enforcement work in the
investigation of alleged criminal offenses; performs related work
as required.

DUTIES

Investigates criminal activity such as assult, manslaughter,
theft, property damage, and breaking and entering; visits the crime
scene, interviews victim and witnesses, interogates suspects; searches
for physical evidence, secures and preserves evidence; performs as
undercover agent, arranging and maintaining surveillance and stakeouts;
seeks and develops sources of information; apprehends and arrests
person or persons suspected of crime; recovers and impounds stolen
property; keeps records of invetigations and prepares reports of
work progress; appears in court to present evidence and testimony;
cooperates with cther law enforcement agencies in criminal investigation;
acts as the supervising officer at the scene of a major crime to
assign the other officers to specific duties, insure that evidence
is properly secured, and to see that notes, descriptions, measurements
and photographs have been properly taken.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Knowledge of the
principles, practices, and methods employed in crime detection and
criminal investigation; knowledge of departmental procedures, rules
and regulations, and of the Timitations on departmental authority;
knowledge of pertinent federal, state and Tocal laws, with emphasis
on apprehension, arrest, admissible evidence, and prosection procedures;
ability to obtain informaticn through interviews, interogation, and
observation; ability to observe situations analytically and objectively
and to remember names, faces, and details; ability to think quickly
and act effectively in emergencies; ability to collect evidence and
prepare clear and concise reports; ability to deal tactfully and
effectively with the public; ability to understand and execute difficult
oral and written instruction; skill in the care and use of firearms
and various pieces of crime detection equipment.

Minimum Education, Training, and Experience. Graduation from
high schooi or G.E.D. equivalency, the successful completion of the
required Civil Service examination, certification by the Iowa Law ,
Enforcement Academy, and five (5) years of experience as a law enforcement
officer.

Required Special Qualifications. Must be bondable and able
to pass physical examination, and possess a valid Iowa driver's license.
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PATROL DEPUTY I

DEFINITION

Under general supervision, performs law enforcement, crime prevention
and traffic control work involving the investigation of offenses
by adults and juveniles, the search for fugitives, and response to
accident scenes; performs related work as required.

DUTIES

Patrols assigned areas in a radio cruiser for the protection
of 1ife and property; enforces county ordinances and federal and
state laws employing independent judgment within administrative guidelines
and legal requirements; performs regular security checks of commercial
and residential areas; responds to family disturbance calls and takes
required action; provides traffic control and first-aid to victims
at traffic accident scenes; investigates motor vehicle accidents;
arrests or assists in the arrest of suspect; assists local and other
law enforcement agencies in their activities; appears in court to
give testimony; protects and serves the people within the county.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Ability to acquire
knowledge of laws and regulations and to Tearn investigative procedures;
ability to act in emergency situations with firmness, tact, courtesy,
and respect for the rights of others; ability to communicate with
all kinds of people in a tactful and diplomatic manner in order to
establish rapport; ability to perform under stress and maintain equanimity
in the face of danger or resistance; ability to gather and evaluate
evidence; ability to learn the geography and road system of the county;
ability to understand and follow written and oral instructions; ability
to speak and write effectively; ability to develop skill in the use
and care of firearms.

Minimum Education, Training, and Experience. Graduate from
high school or G.E.D. equivalency, and the successful completion
of the required Civil Service examination, and the ability to meet
the requirements of a law enforcement officer established by the
Iowa Law Enforcement Academy (specified in Chapters 1 and 2 of the
Law Enforcement Academy Section of the Iowa Departmental Rules.)

Required Special Qualification. Must be bondable, able to pass
a physical examination, and possess a valid Iowa driver's license.
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PATROL DEPUTY II

DEFINITION

Under direction, performs law enforcement and crime prevention
work; assists in the supervision of patrol activities or performs
special duties of comparable responsibility; may act for superiors
in their absence; performs related work as required.

DUTIES

Performs all duties of the Patrol Deputy I with a greater emphasis
on criminal investigations; gives advice and assistance to junior

officers when necessary; acts as lead or senior officer during investigations
or arrests.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Knowledge of modern
law enforcement practices and methods; knowledge of controlling laws
and ordinances, particularly the laws of arrest and evidence; knowledge
of the geography of the county; considerable knowledge of civil proceedings
and civil law; ability to act and direct the action of subordinates
in emergency situations with firmness, tact, courtesy, and respect
for the rights of others; ability to analyze situations quickly and
objectively to determine proper courses of action to be taken, often
without the advice or immediate supervision of a superior; ability
to speak and write effectively; skill in the use and care of firearms.

Minimum Education, Training, and Experience. Graduation from
high school or G.E.D. equivalency, and the successful completion
of the required Civil Service examination, and the ability to meet
the requirements of a law enforcement officer established by the
Iowa Law Enforcement Academy (specified in Chapters 1 and 2 of the
Law Enforcement Academy section of the Iowa Departmental Rules),
and four (4) years of experience as a law enforcement officer.

Required Special Qualifications. Must be bondable, able to
pass a physical examination, and possess a valid Iowa driver's license.
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CIVIL DEPUTY
DEFINITION

Under general supervision, makes service of all legal papers issued
by the County Sheriff's 0ffice; performs related work as required.

DUTIES

Serves legal papers eminating from the Sheriff's office including
subpoenas, complaints, summonses, writs of attachment, writs of execution,
-and writs of restitution; verifies address on legal papers through
investigative work at the post office; attempts to locate people with
unknown address by checking for previous places of employment and using
any other means available for locating the person; processes paper work
on returns of service, garnishments, and attachments; travels to the
person's residence and hand delivers legal papers to the designated
recipient; presides at Sheriff's sales; performs duties of a Patrol
Deputy as needed.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Ability to acquire
knowledge of laws and procedures governing the service of legal papers;
ability to act in stressful encounters with firmness, tact, courtesy,
and respect for the rights of others; ability to communicate with all
kinds of people; ability to perform under stress and maintain equanimity
in the face of danger or resistance; ability to learn the geography and
road system of the county; ability to understand and follow written and
oral instructions; ability to speak and write effectively; skill in the
use and care of firearms.

Minimum Education, Training, and Experience. Graduation from high
school or G.E.D. equivalence, successful completion of the required
Civil Service examination, and the ability to meet the requirements for
a law enforcement officer established by the Iowa Law Enforcement Academy.

Required Special Qualifications. Must be bondable, able to pass a
physical examination, and possess a valid Iowa Driver's Ticense.
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CLERK/DISPATCHER
DEFINITION

Under general supervision, performs varied clerical duties in the
maintenance of the Sheriff's Department's records; has primary respon-
sibilities for monitoring and operating the Department's communication
equipment during the day shift; performs related work as required.

DUTIES

Greets all people entering the jail to determine their needs or to
~supply information to them; types garnishments, levies, gun permits,
temporary licenses and other papers; determines and records charges for
various licenses, permits, and service fees; enters and posts activities
and fees into the various Sheriff's ledgers; monitors various radio
frequencies such as those used by the city police and state police;
receives, transmits and routes messages to law enforcement personnel or
emergency units; receives complaints and requests from the public concerning
crimes and emergencies; broadcasts orders to radio patrol units to
investigate complaints; maintains a log of radio and telephone messages;
escorts female prisoners to and from the courthouse.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Knowledge of the
Sheriff's office procedures, practices, and policies; good knowledge of
local streets, highways, and country roads; ability to understand and
carry out moderately complex written and oral instructions; ability to
make routine decisions in accordance with laws, rules, and regulations;
ability to maintain records and prepare reports from such records;
ability to think clearly and act effectively in emergency situations;
skill in the care and operation of all the Sheriff's communication
equipment. '

Minimum Education, Training, and Experience. Two (2) years exper-
jence in varied and responsible clerical work, with one (1) year of the
experience in an area closely related to law enforcement.

-0406-




CHIEF JAILER

DEFINITION

Under general supervision, supervises and trains a small group of
Jailers; guards prisoners in the County jail, acts as a radio dispatcher,
and performs moderately complex clerical work; performs related work as
required.

DUTIES

Performs all duties described for the Jdailer; trains, instructs and
supervises subordinate employees; enters and posts activities and fees
from civil papers into the various Sheriff's Department ledgers; maintains
arrest records and jail logs.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Ability to maintain
effective discipline in the jail; ability to train and supervise subordi-
nates; ability to implement written and oral instructions; ability to
use sound judgement in dealing with prisoners and visitors to the facility;
ability to accurately and orderly maintain clerical records; knowledge
of the geography and road system of the jurisdiction; skill in the
operation of the jail's communication equipment.

Minimum Education, Training, and Experience. Graduation from high
school or G.E.D. equivalency and one (1) year of experience as a Jailer,
(OR) three (3) years of experience as a Jailer.
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JAILER
DEFINITION

Under general supervision, guards prisoners in the county jail,
assuming responsibility for all needs of the prisoners during detention;
acts as the radio dispatcher during the evening, night, and weekend
shifts; performs related work as required.

DUTIES

Locks prisoners in cell and releases them when necessary; admits
visitors to jail and arranges for prisoners to confer with visitors and
attorneys; receives new prisoners by searching, completing arrest cards
and taking photographs and fingerprints; serves meals and distributes
mail to prisoners; dispenses supplies to incoming prisoners; operates
radio console, telephone, and related communication equipment during the
evening and night shift and during weekends; receives, transmits, and
routes messages to law enforcement personnel or emergency units in
accordance with prescribed procedures; types a log of shift activities;
performs custodial duties in the jail and office; performs related
clerical and office duties as needed.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Ability to maintain
effective discipline in the Jail; ability to implement written and oral
instuctions; ability to use sound judgment in dealing with prisoners and
visitors to the facility; ability to learn the geography and road
system of the jurisdiction; ability to learn the operation of the radio
unit and other communication equipment.

Minimum Education Training and Experience. None.
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MATRON

DEFINITION

Under direction, provides for the protection and supervision of all
female prisoners in the County Jail; prepares meals for all prisoners in
the county jail; performs related work as required.

DUTIES

Supervises the booking, fingerprinting, and photographing of female
prisoners; searches femal prisoners and takes them to their cells;
inventories and records female prisoners' personal property; escorts
femal prisoners to court, medical facilities, or penal or mental insti-
tutions; oversees their phone calls and visitations; serves meals and
issues supplies to female prisoners; performs regular personal checks
and maintains constant audio surveilance of female prisoners; prepares
meals three times a day for all jail prisoners.

ENTRY REQUIREMENTS

“Required Knowledges, Abilities, and Skills. Ability to learn the
operating procedures and policies of the Sheriff's Department; ability
to enforce rules, regulations, and disciplinary measures with firmness
and impartiality; ability to perform work requiring considerable physical
strength; ability to keep routine records and reports; ability to
exercise good judgement during emergency or stressful situations.

Minimum Education, Training, and Experience. None
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BAILIFF
DEFINITION

Under general supervision, performs clerical duties in the administration
of the district court, associate district court, or magistrate's court;
provides security for the courtroom; performs related work as required.

DUTIES

Opens court by announcing entrance of the judge; seats witnesses
and jurors in specific areas of the courtroom; ejects or arrests individuals
disturbing proceedings; escourts jurors to the jury room and ensures
that they are not interferred with; receives, identifies by code or
other mark, and maintains custody of material admitted as evidence;
prepares a variety of documents at the direction of the judge; serves
summonses and subpoenas upon individuals whose appezarance in court is
required; performs a variety of related clerical duties; accompanies
prisoners to and from the jail.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Basic knowledge of
judicial proceedings; ability to manage a variety of material with
efficiency and accurancy following a designated system; ability to
maintain clerical records; ability to establish and maintain an effective
working relationship with judges, attorneys, sheriff's department personnel,
and the public in general.

Minimum Education, Training, and Experience. Some clerical experience
or other related experience providing familiarity with court proceedings.
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PARKS SUPERVISOR
DEFINITION

Under direction, supervises the field and office operations
of the county park system; performs related work as required.

DUTIES

Supervises and inspects the overall operation and maintenance
of all county parks; prepares the annual budget for park operation
and maintenance; develops plans for future park development keeping
in mind existing facilities and projected needs; approves expenditures
and claims relating to park operations; prepares annual performance
and activity reports; instructs subordinates in the proper performance
of their tasks; may assist in the maintenance and repair of county
parks and park facilities; develops long-range plans for the management
of park wildlife and wildlife habitat.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Thorough knowledge
of the principles and practices of parks and wildlife management;
knowledge of current trends and developments in the field of parks
management; knowledge of county and State laws and regulations pertaining
to park activities and operations; ability to enforce all Taws and
regulations as necessary; ability to operate all equipment associated
with the maintenance and repair of parks and park facilities; ability
to plan, assign, and supervise the work of subordinates; ability
to prepare written reports; ability to establish and maintain working
relationships with employees, the public, and State and county officials.

Minimum Education, Training, and Experience. Five (5) years
of progressively responsible experience in park maintenance and management
work.
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PARK OFFICER

DEFINITION

Under general supervision, manages and assists in the maintenance
of county parks and park facilities; performs related work as required.

DUTIES

Plans and assists in the maintenance and repair of park buildings,
tables, tools, and equipment; plans and develops the grounds, trails,
roads, rest rooms, and water systems; prepares work schedules and
supervises the work of park employees; plans for the management of
wildlife and wildlife habitat; provides information to park visitors
concerning park use, facilities, rules, and regulations; collects
park camping fees; patrols park for detection of fire, compliance
with park rules and State conservation laws, and to assure the safety
and welfare of park visitors; performs maintenance of all equipment
used; plants and maintains trees and shrubbery; maintains records
of park use and attendance.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Ability to operate
manual tools and equipment involved with park maintenance; knowledge
of the practices and principles of park and wildlife management;
ability to perform manual labor for extended periods in adverse weather;
ability to plan and supervise the work of others; ability to establish
and maintain effective relationships with employees and the public;
ability to maintain records and make simple reports.

Minimum Education, Training, and Experience. Two (2) years
of experience experience in general park maintenance work involving
public contact and equipment operation.
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PARKS PROJECT COORDINATOR

DEFINITION

Under general supervision, plans and develops conservation
and wildlife management programs and projects for the orderly growth
and improvement of the county park system; performs related work
as required.

DUTIES .

Designs comprehensive plans for the conservation of land, vegetation,
and wildlife within the county park system; based on knowledge of
existing facilities and projected facility needs, prepares comprehensive
plans for the orderly development of county parks and park facilities;
develops envirormental education programs to inform the public of
conservation needs, practices, and county projects; performs promotional
activities to encourage public interest in the use of county parks;
assists in the maintenance and repair of county parks and park facilities.

ENTRY REQUIREMENTS

Required Knowledges, Abilities, and Skills. Considerable knowledge
of the principles and practices of park and wildlife management;
knowledge of current trends and developments in the field of wildlife
management; ability to competently communicate ideas in both oral
and written forms; ability to establish and maintain working relationships
with employees, the public, and State and county officials; ability
to operate equipment associated with the maintenance and repair
of parks and park facilities.

Minimum Education, Training, and Experience. Two (2) years
of experience in wildlife management and some experience in general
park maintenance work involving contact with the public.
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